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Agency 
Worcester County 

Division/Unit 
Recreation & Parks 

Item No Description Retention 

1 

6 

7 

8 

Program activity folders - enrollment, attendance records, 
correspondence 

Correspondence 

Vendor files - check requests and documentation 

Offenders 

Accounts payable - purchase orders, paid invoices, check 
requests 

Payroll - bi-weekly time and leave report 

Employee comp time 

Revenue - from class fees 

Retain 3 years, then destroy 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 

Retain 3 years and until all audit 
requirements have been met, 
then destroy 

Retain until updated or 
superseded, then destroy 

Retain 3 years, then destroy 

Retain 3 years, then destroy 

Retain 3 years, then destroy 

Retain 3 years, then destroy 
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Item No Description Retention 

9 Payroll sheets - CPO vacations, sick leave, comp and holiday 
report 

Retain 3 years, then destroy 

10 Budget Retain 3 years, then destroy 

11 Job descriptions n Retain until updated or 
superseded, then destroy 

12 Personnel files Retain until employee 
termination, then transfer 
immediately to HR 

13 Parks - jobs to be done/budget for project, state open space 
funds 

Retain permanently all MD 
Dept. of Natural Resources 
Program Open Space Projects 
pertaining to Worcester Co. 
Parks. Screen remaining 
material annually. Destroy 
material having no further fiscal, 
legal or operational value. 

14 Department policies Retain until updated or 
superseded, then destroy 

15 

16 

Surveys 

Capital improvement 

Retain for 5 years and until 
survey summary is created, then 
destroy. Retain survey summary 
for 5 years, then destroy. 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
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Item No Description Retention 

17 Manuals Retain until updated or 
superseded, then destroy 

18 Worcester County land preservation and recreation plans Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

19 Activities - bid process, contracts Retain for life of contract, plus 4 
years, then destroy 

20 Fingerprint files - cards and information Retain for employment life, then 
add to personnel file upon 
termination. Immediately 
transfer file to HR. 

21 Indemnity form/registration - signed by each participant or 
parent or legal guardian, assumption of risk, (in 
program/activities folders) 

Retain life of program/activity, 
then destroy 

21 Program analysis - cost analysis, survey results Retain for 5 years, then destroy 



Retain 3 years, then destroy 



. Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



1 8 . I 



1 8 . 



Retain 3 years, then destroy 



Retain 3 years, then destroy 



Retain 3 years, then destroy 



Retain 3 years, then destroy 



Retain 3 years, then destroy 



Retain 3 years, then destroy 



1 8 . I 



1 8 . F 



1 8 . H 



1 8 . 



1 8 . I 



* Worcester Co. 

Screen annually. Destroy material having no 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Worcester Co. 

Retain until updated or 
superceded, then destroy 



" Worcester Co. 

_ screen annually. Destroy material having no 
fl further fiscal, legal or operational value. Retain 

permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



! Worcester Co. 



I Worcester Co. 



Worcester Co. 



' Worcester Co. 


